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JOB PROFILE:

Legal Administrator
RESPONSIBLE TO:

Legal Executive
PURPOSE:
Support the Legal Executive to maintain records and administer legal transactions affecting the company’s housing portfolio 



To work within the Company’s Equality and Diversity Policy, Health and Safety Policy, Customer Service and Performance Policies ensuring that these are complied with throughout all activities within the scope of this role to ensure the highest standards of customer care.

Ensure that all activities undertaken are carried out to the highest standards of integrity and professionalism in accordance with the Company’s policies and procedures.
CONTACTS:
Daily contact with other Teign Housing staff, tenants, leaseholders and private owners. The post holder will build up good relationships with customers, partners, stakeholders and the local authority.
KEY ACHIEVEMENT AREAS

Support the Legal Executive to:

1. Manage the process of selling properties under the Right To Buy and Right To Acquire schemes.  

2. Maintain records of shared owners and manage the selling of additional shares.
3. Maintain records of commercial leases and be the main point of contact for commercial leaseholders.
4. Respond to Solicitors enquiries and administer the assignment of leases including commercial leases.
5. Process applications for releases of restrictive covenants.
6. Process applications for postponement of charges.
7. Process licence enquiries and the preparation of Licences.
8. Process wayleave requests.
9. Provide assistance regarding boundary queries and disputes.
10. Provide assistance regarding leasehold repair responsibilities, major works payment options and queries.
11. Process Land Registry applications in relation to leasehold major works payment options to secure repayment of the debt to the Company 
12. Provide assistance when obtaining contributions from private owners towards any rechargeable repairs or services.
13. Maintain the title deeds for the company’s housing portfolio records to ensure they meet the necessary legal requirements. 
14. Manage land purchase enquiries and applications.
16. Administer the Charities Act Disposal Register 
17. Process property disposals including complying with the Charities Act Requirements.  Author and present reports to the Board requesting consent to dispose.
18. Process property buy-back transactions.
19. Authoring and updating, as required by changes in law or practice, the Disposals and Right to Buy policies.
20. Provide legal advice to colleagues regarding the contents of the deeds of land and properties owned by the company and adjoining private properties.
21. Provide preliminary legal advice regarding the land registry titles of potential development sites to the Development Team.

22. Maintain the Estate Layout Plan.
23. Process adopted/unadopted road queries. 

24. Administer the Land Registry Portal and obtain Land Registry information on land. 
Health and Safety Responsibilities

1. Take responsibility for own Health & Safety and not to put others at risk. 
2. To follow all guidance, policies and procedures associated with health and safety and ensure any risk assessments for this role have been read and understood.

3. To comply with all health and safety legislation and regulations associated with the role. If in doubt, contact the Health and Safety Team for help and support.

	No job profile can cover every issue, which may arise within the post at various times and the jobholder is expected to carry out other duties requested by line management from time to time.






Signed by Post Holder: …………………………………………………………………..





Print Name:…………….…………………………………………………………………..





Date: …………………………………………………………………………………………








